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We have couploted dur ruview of the Test, LEvaluation,
Anal;sls and Hanapenent Uniformity Plan {(TEAM-HPFsystom for
processing ciViiAuﬁ payroll and leave allowances;at—tird—
Aberdeen Proving Frouné](ﬁ?(} This roview was part of an
overall revioew of civilian pay activities at UDepartment of

Dofense Installations. The reviow covered the poriod Juno 30,
1969 through May 31, 1974.
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Qur examination of payroll transactions and personnel
sctions was directed toward an eveluation of the adequacy
and effectiveness of tho TEAN-UP civilian pay and leave
system, including internal controls, UWe reviewed the THAM-
UP system desisn and documentation at the Test and Evaluation
Command (TECON) prior to the start of our veview at APG.

We found woasknesses in the design of the TEAM-UP
payroll and leave system which we will veport to TECOM.
We discussed some 0f these observed system weaknesses with
the APG Comptroller and nmembors of his staff. Howevor, the

changes or corrective actions required are the yesponsibility
of TECOM,

The deficioncies and internal control weasknesses which
are the responsibility of APC sve discussed helow., Thoss
matters woere discussed with APG officials both during the
review and at the exit conference.

1. APG fellows the policy of advancing employeces theix
full acecrual of annual leave at the boginning of each leave

year. This policy creates a anumber of prokloms for the
\
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Civilisn Pay Section bocause many ouployees do not earn their
full years leave accrual. The Civilien Pay Section is required
to process large numbeyrs of annual adjustments against these
individuals at year ond to either withhold wages or offsot
remaining leave halances. In addition, under the TEAN-UP
system, leave balances must be manuslly updated each time an
enployce changos his leave catepory. This process can lead

to errors, which may not bo detectod since manual leave
controls are not being maintained.

To illustrate some of ehé gffocts of advancing annual
leave, we found that because of leave without pay (L%GP) taken
during 1973: » ,

--wage adjustments amounting to ebout §9,400 wero
made and pay was withheld from 126 employees at
the beginning of 1974,

~~ahout 32,680 was lost by the Government because
of employees who died ox reti;ad due to disability, and

~-another 3308 was lost because an enployee separated
and the Civilian Pay Section inadvertently neglected
to offset that amount ggainst a remaining balance
in the eomployee's retirement account. The Civilian
Pay Section advised us they may be able to recover
this amount from the employee's Civil Service
retirement funds. In the event the funds cannot
bo recovered, collection action may be walived
provided the procedures reguired by Public Law 824453,
approved October 2, 1972, are properly followed.

As shown, the advance acerual procodure creates
problems for net only the Civilian Pay Secction, but also for
a large nunber of employees. :We recommend that APG considex
adopting the procedurs of accruing ananual leave on 8 pay
period basis. ,

2. A large percentage of our sanple of employeos who
were on LWOP during 1973 and were granted stop increases in
eithor 1973 or 1974 wore not required to make up non-creditable
service timo with croditable service before beling granted
their within grade increase. OFf 20 cemployees tested ¢, or
45 parcent, were not vequired to wmake up for their excess
tine in a LWOP status, anﬁ overpaymsents of about $163 resulted.
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Because of the high error rate, we believe the entire
universe of employcos who charged LWOP during 1973 should be
examined to ascertsin wvhether sinilar errors occurred. Depend-
ing upon the vesults of this review, the 1972 universe may '
also warrant examination. The effective date of within grade
increases will have to be corrected for all affected employces
because of the possible impact on subsoqusnt increases.

The orreoneous overpayments are subject to collection
action. jowvever, collection actiovon wmay be waived if the proce~
dures required by Public Law 92~453 are properly followed.

8. An exanination of Tiwe and Attendance Roports for
one pay period during 1973 disclosed that 21 employees had
charged court leave. Payroll persomncl in many instances were
not able to document that they hoad been aware of the court
ienve charges. Court orvders or sunnons wore not on file for
any of the 21 employees, only ¢ certificates of attendancs
were on file, and only 17 jury fes collections had heen nade,
0f the four individuals who did not submit jury feos, throe
were found to have only charged one day of court leave.

The fourth individual had charged nine days court leave.
Upon our inquiry, this employce was contacted and $135 in
jury fees were collected. '

APG regulations specify that supervisors, after
giving appreval to an cemployce for court duty should forward
the court order or sumnoens to the Clvilian Pay Section. TEAM-UP
Standard Oporating Precedures further requlre that a written
statenent of dates and hours of attendance for court services
will be obtained by omployeos and forwarded ¢o the Civiiian
Pay Section. Our findings disclose that these procedures are
not being followed in all instances by APC.

Procedures for collocting jury feos wore also found
to he deficient. A APG jury fees are collected by the
Civilian Pay Section. We ohserved one instance where a check
from the court endorsad in blaak by the employce was accepted
by the Civilian Poay Section., Personnel rvesponsible for
maintaining pay records should not also be permitied to
collzct feas. This separation of duties is also prescribed
in the GAU Policy and Procedures Manual for Guidance of Federal
Agencles (6 GAD 9).

'
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In view of the deficiencies found, we believe all
court leave charges made during 1973 and 1974 should be
revieved to ascortain that all jury fees were collectod. We
also reconmmend thast for control purposes a central file, for
court leave documentation, be maintainod in the Civilian Pay
Section and procedures be adopted for an organization other
than the Civilian Pay Section to collect jury fees.

4. Examination of a limited number of euployces who
were on military leave duvring 1973 disclosed soveral instances
of missing documentatlion. APC regulations provide that the
Civilian Pay Section is to receive a copy of military orders
prior to an employce's going on leave and a copy of a certi-
flcato of attondance upon his return. Of 11 cases of leave

.examined, orders were pissing in 2 instances and certificates

of attendance were missing in 7 instances.

The TEAM-UP system also has a mochanized control
which liwmits military leave charges to 15 days annually.
However, for the control to function properly the Civilian Pay
Section must take action to chargo smployees with nilitary
ieave for non-work days occurring during the perieds of
icave. Of nine casos examined where manual input by the
Civijian Pay Section would have boon appropriate, action as
such had only been taken in four instances.

Tha Cilvilian Pay Section must take action to insuTe
that all required documentation is received and properly
approved, and that 211 non-~work days occurring during periods
of leave are entered into the mechanized system. A contral
file for milictary leave docuneontation is not heing maintained.
We recommend, for contrel purposes, thet such a file be
established and maintained in the Civilian Pay Section,

5. Leave Control Registers (DA Form 2597) and Union Dues
Control Registers (DA Form 2752) are not being maintained as
required by AR 37-105 andfor the TEAMN-UP Standard Operating
Procedvres. We wore informed that neither of these documonts
"has been maintained since THAN-UP was implomented. In a
mechanized pay system, manual control rogisters are essential
to insure the scecuracy of pay and leave transactions. APG
should maintaln both of these control documents.,

A
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6. , Individual Retiremwent Records (SF 2806) are out of
balance with the Civil Service Retirement Control (DA Form 103),
and the 'U.5. Savings Bond Control (DD Foxm 716) is out of
balance with the U.S. Savings Bond deposit fund account.

We were advised that the retirement records have not
balanced since 1965, but that thoe anount of difference has
somehow boen decreasing over the years. For example, we were
informed that the amount of difference at the end of 1972 was
about $287. XNo adjustmonts werce. made to the records, but
somehow the difference decreasced to about $31 at the end of
1673, The bond rocords have been out of balance by about
$58 since 1972, . : ‘

The GAQ Policy and Procedures Manual for Guidance of

Federal Agencies (6 GAD 20.6(1)) prescriboes that individual

retiremont vecords shall be periodically reconciled with the
rolated control accounts. Also (6 GAO 20.9) prescrihes that

‘errors in records shall be corrected as soon as practicable

after discovery. .
7. A limitod verification of the accuracy of Employee

Payroll iMaster Record Report disclosed one instance of an

incorrect step, and three instances of incorrect life insurance

withholding rates. These deficiencies were found from a

sample of 104 eomployeces.

In verifying the accuracy of Federal tax exemptions,
Lmployee Withholding Exemption Certificates (Fform ¥W-4) could
net bs located for 7 of 31 empleoyces exanrined. In one instance,
exemptions on the Payroll Master Record differed from the
Form W-4. The Civilian Pay Section was notified of the errors
and corrective action was promised.

8. Our observations inm ‘the Management Ihformation
Systems Office (MISO) wmade in conjunction with our test of
the TEAM-UP internal controls disclosed weaknesses in controls
over (i) the tape library, (2) access to the computer roon,
and (3) the distribution of output reports. There was no
Iibhrarian to control the usc of tapes and all MISO personnel
appoared to have free access to the tape area. Unauthorized
personnel, including the system analysts, appeared to have
unlimited access to the computer room, Document control
rogisters were not being used to provide control over data
leaving the data processing center.
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These wenknessas weve previously reported by the
U.8. Army Audit Agenecy in its October 29, 1373 Report of
Audit on Hanagement and Utilization of Automatic PData Processing
Lquipment, APG. Corrective action was promised in all three
areas. .

8., The Civilion Personnel Division does not have control
over the source documents forwarded to the payroll activity.
Accordingly, the Division does not have adeguate assurance
that only autherized chonges arve made to the pay records.
Control over these documents 1s necded to insure the accuracy
of changes entered into the mechanized system., This control
is proscribed by the CGAU Policy and Procedures HManual for
Guidance of Federal Agencies (6 GAO 1S5.2}.

Under TEAM-UP, new Time and Attendance Reports ave
produced for distribution to tinmokeepers each pay period by
the Civilian Pay Sectien. This procedure presents an added
problem since civilian porsonnel documents are not being
controlled. , ‘

We ars recommending to TECOM that a control over
change actlons ho added to the system, Illowover, until such
time as this system c¢hange 18 made, we reconmmend you use the
taster Update Report to vovif{y changes and that an organiza-
tion othey than the Civilian Pay Branch bo responsible forx
the distribution of tho new Time and Attendance Reporis.

10. The Civilian Pay Scction iz not vorifying that
Sunday end night difforential charges ave supported by approved
work schedules (EAP Form 1012). The inpertance of this
varification is highlighted by the fact that under TEAH-UP,
the master employee records do not contain employee shift
codes; consequently, ewployees arve pald in accordance with
whatover shift code 1is entervd on the Time and Attendance
Report. -

11. The Civilian Pay Section is unable to verify the
validity of AP overtime charges to approved Regquests for
Approval of Overtime (STE Form 1164) because the requests
do not identify individual enmplovees. Therefore, thore is5
no vorification being performed to insure thst those employoes
and hours being prid are the same a&s suthorized. APG Rogula-
tion 616-2 states that psyment for overtime will be made in
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accordance with " . . . hours reportod on Time and Attendance
Reports and supported by an approved Requost for Appreval of
Overtime.” The Civilian Pay Section is required to validate
that overtime charges are supported by appropriate authoriza«
tions. Overtime can be move effectively controlled 4if
employee organizations are roquirod to authorize overtime

by specific employee.

12. TEAM-UP Standard QOperating Procedures for Time and
Attondance/Labor Distribution Roporting vrequive supervisors
to monitor the sttendance of their employeas and infora the
tinokeapers as to the proper entrees to be made on the Time
and Attendance Reports. lowevor, the supervisors are not
required to veview any Time and Attendance Reports except
. for the timekecpers, Ve belleve greater contrel would
result 1f supervisors woere requirvred to veview all Time and
Attendance Repoxrts for conmploeteness and accuracy and were
roquired to initial the cards as evidence of such review.
This soparation of duties is prescribed in the GAOQ Policy
and Procedures Manual for Guidance of Federal Agencles
{6 GAO 9(3)).

13, The Fedaral Porsonnel Hanual provides that generasl
schedule employens whoe are rogularly assigned to work between
the hours of 6:00 p.m. and 6:00 a.m. should be paid night
differential for periods of jcave which total less than 8
liours during the pay periad. We examined one pay block which
general schedule ewpleyeos rpegularly assigned to night work
and found that during three pay periods examined, 11 incorrectly
coded leave charges weore made., The Civilian Pay Section was
notified and corrective action was promised.

14. The Civillan Pexsonnel Section has encounterocd
considerabio difficulty in ebtaining approved Applications
for Leave (S8I=71) frow tinekeopers {or cnployees that were
unablie to initial Chelir Time and Attendance Reports. As an
exanple, in four pay blocks for the pay period ended Mawch 31,
1074, 155 leave charges were neithoer initialed foxr nor supported
by approved S¥~V1ls. Three pay periods later, approved SF-71s
had still not been submitted for 80 of these lcave charpes.
The Civilisn Pay Section informed us that continuous {followeups
ta tinekeocpers are often rvequired before 8ll SF-71s ave
recelved. Suporvisors, tinokeepers and euployees should be
lustructed of their vesponsibilitios in this arca. The GAG
Policy and Procodures Manual for Guldance of Federal Agenciles
prescribes that all absoncos from duty shall be properly recorded.
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Ho would aporocliate recelving vyour conments on the status
of corroctive action taken or planned on the matters contained
in this report. In accordance with the General Ag¢counting
O0ffice Policy and Procedures Monual for Guidance of Federal
Agencios, Title 8, Chaptoer 3, the payrell records covering
211 poriods through May 31, 1974, nay be transferred to the
Foderal Rocords Center after collection or waivor action is
taken on the employces whoso step increascs were not delayed
foy LWOP, and on the separated owployeo whoso retirewent money
was not offset against uncarnced leave that was used.

Coples of this letter ave Lelng sent to the Comptroller
of tho Army and to the L.S. Arny Audit Agency, Bast Central
Bistrice, Linthicum Heights, Maryland,.

We wish teo acknowledge the coopevation glven our
sepraesontatives during the review,

Very truly yours,

ALLEN R. VO3S
Allen R, Voss

Regional Mansager
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